Dual Enroliment System: Student Guide

. This is a comprehensive guide to help you as students request and
G u |d e manage your Dual Enrollment course vouchers and Fast Forward

2019/2020 tickets.

=

7> VERMONT 7|

AGENCY OF EDUCATION PUBLIC CONSULTING

GROLE




Table of Contents

[ a1 fo o [0 Toi i o] o H TSP UPT TP PUPPPRRPPRTN 3
(01T 1L T o I ool o 11 [ | PSPPI 4
REQUEST VOUCKNETS ...ttt ettt et e ettt e e ettt et b e e e e et e ettt e e e e e e eeeneeennaanns 8
ST 011 | o = T TP 16
USEE MANUALS ...ttt ettt oo e e ettt et e e oo oo e e ee e et e et b e e e e e e et e etb e e e e e e eennne 16
MESSAGE PCG HEIP DESK ...t e et e e e e e e b e 16
(070301001070 I 18 1= ] 1 0] o P 18
1. What should I do if my account request was denied? ..........ccccviiiiiiiiiiimiee e 18
2. Whatdo | do if I did not receive my PIN NUMDEI? ..o 18
T VAV o P U S 0 ) A U Y= 0 F= 10 = PSPPI 18
4. | forgot my password, how do | reset my PasSWOId? ........ccccciiiiiiieee i ciere e 18
5. After | set up my account + why does the forgot password link not Work? —..........cccoeciiiieeeeeeeienn. 18
6. How many VOUChErs May | FEOUESL? .........uuiiiiiee ittt et e e e e e e e e e e e s e s imr e e e e e e e e e e saanraee e e e e e e s 18
7. What does the VOUCNET COVEI? .......oiiiiiiiii et 18
8. 61T E0wUl OUOCEwW( wEOwWPI wOawYOUET I UwPEUWExxUOYIT EwWEUUW

fOr the SPECITIEA SEMESIEI? ... e e e e et e e e et e e e e e e e s s s at b e amreeeeeaeeessnnnarenneeaeens 18

9. (zYIl wEl EPEIl EwOOUWUOWUEOT wiUT 1T wESUUUI webOadbObUI OwWEUU

voucher number for a differEnNt COUISE? ... e et e e s mraee s 19

10. May | use a voUChEr as @ SOPNOMOIE?........uuiiiiiiee e i ettt e e e e e e e s e e e e e s e e rms st e e e e e e e e s aenneeraeeesams 19

11. May | us e my voucher the summer after | graduate from high school? ............cccovviiiiii e, 19
VT Dual Enrollment Student Manual Page4 of 19 #~~ VERMONT
AGENCY OF EDUCATION

(Revised: November 14, 2019



Introduction

This is a comprehensive guide to help you as students request and manageyour Dual Enroliment
course vouchersand Fast Forward tickets. Eligible Vermont high school students can request up to two
Dual Enroliment vouchers and up to two Fast Forward tickets. This guide highlights:

Creating an account
Login instructions
Voucher information
Requesting vouchers
Additional resources
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Create an Account

Get started with the Vermont Dual Enrollment program by requesting a student account. Your account must be
approved by &/oucher Coordinataat your high schodbefore gaiing access tahe full system. All account
requests submitted by home study studentgl be reviewed by a representative from the Agency of Education

—1 Navigate to the login page and click on the Request Student Accountlink.

edplan
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Vermont Dual Enrollment System

Request Student Account

Forgot Password?

- Complete all required fields on the following page , including your current high school or home
study program. Next, select?Submit Request for account verification from your Voucher
Coordinator. *  An email will be sent to your Voucher Coordinator, with you copied, notifying

them of your account request.
edpian =]

Warmont Dual Envoliment System
ﬁ ACCOUNT REQUEST

Student Account Request

the Vermont Dual Enrollment System, please fill in all of the Personal Account Info in the below sections. Note: Required fields are indicated. Once

k SUBMIT REQUEST

Personal Info

First Name Middle Name Last Mame Suffix

{Required) (Reguired)

Date Of Birth

mm/dd/yyyy ] Gender v Race v

{Required) {Recuired) {Required)

Cell Phone Home Phone

HBH-RER-HEEE HEB-REE-HEHE School M
(Cell Phone or Home Phone Required) (Cell Phone or Home Phone Required) (Required)

Account Info

Email

name@domain.com [~ Password O Confirm Password Oy
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https://dualenrollment.vermont.gov/vtde

® *  When your voucher coordinator verifies your account access, you willreceive an email with a
temporary verification PIN. Have the verification PIN ready when logging in for the first time. If
you did not receive the PIN, please check your junk/spam folder.

%

Vermont Dual Enrollment System - Student Account Approval/PIN

Student
Dear Student,

Your Vermont Dual Enrollment System account has been approved. Your next steps are to:

1. Copy the verification PIN provided below

2. Go to https://dualenroliment.vermont.gov/vtde

3. Username is your First Name (space) and Last Name (e.g. Scooby Doo)

4, Enter the password you chose when you first requested the account. NOTE: the PIN is not your password.
S. Click LOGIN

6. Once promoted, you will be prompted to enter the verification PIN and a new password. The following page

should also allow you to setup a question/answer should you need to use Forgot Password in the future. You should
now be logged into the system.

Your Verification PIN is]pBvoSICNPkvW

The Vermont Dual Enroliment Voucher System, along with training materials and support may be accessed via
https://dualenroliment.vermont.gov/vtde

For AOE policy assistance, please contact Toni Marra at toni.marra@vermont.gov or for system-related assistance,
please contact vtdualenroll@pcgus.com.

Re-access theDual Enrollment login page

Login by entering your full name (first name, space,last name) and password.

Note: The PIN is not your password. Enter the password you created when your account request
was submitted.
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Vermont Dual Enroliment System

Student Test

FETTTITITI O

LOGIN

Req 1 nt A n

Forgot Password?
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+ Enter the Verification PIN and create anew password.

- All passwords must be at least eight characters with one upper/lowercase, number and special
character.

- For help choosing a quality password, more information can be found by selecting the How to
choose a good passwiind.

Change Password

Your password has expired

he verfication PIN delivered to your emal to a¢

1 DISSWOL, enter the new Dasswoed in b

2 Entera security question and answer for your account, in case you forget your password in the
future.
- Seled Update Questions and Login to save.
- Select the Update Questions and Add More button if you would like to add additional security
guestions.
Forgotten Password Questions Student
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3

After creating the security questions and logging in for the first time , you will land on the
StudentProfilepage. Your student profile must be updated before voucher requestscan be
submitted. Click on the Edit Profile button to begin making updates to your profile.

2 MO
#~= VERMONTvoucHen RequesT  STUDENT PROFILE
a0 Epwcaren

Student Test 3]

#

Your Profile

},l Fill in your missing information . All required fields must be answered before proceeding
to voucher requests. This includes answering the four questions located at the bottom of the
window. 21 O1 EQwUT 1 wAREWU haveigatetd yo Gr Oréfila, you are now ready to
request a voucher.

~

Note: To be eligible for the program, you must have dual enroliment within your PLP and
be a resident of Vermont. 8 O U wbP D OOwUI El DYl wEwbPEUGO@I wbi wa OU
enrollment contained within your personal learning plan (PLRyitionally, a n error will
occur, and you will not be able to continue with the DE system, if E w? -ré3ponse is
provided for the Are you a Vermont ResidehQuestion.
If you accidentally indicated ? - O ple@samodify your answer.
LT dab2¢ A& UKSpldadacaNBctidggéndy SEducdt®iaSARE DualEnrollment@vermont.gov
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Update Personal Info

o Enter all of the requested profile information and click UPD

First Mame

Student

Middle Name

Last Mame

Test

Date o

06-18-2013

American Indian or Alaska Native
Asian
Black or African American
Mative Hawaiian or Other Pacific Islander
Prefer 1o Not Disclose
White

Address
(Required)

Address2

City

State

Zipcode

(Required)

1234567890 1234567890

(Required)

{Required)

a
wvtdualenroll@pcgus.com

Is dual enrollment contained within your personal learming plan (PLP)?

Are you a Vermont Resident?

At this time, what are your future plans after graduating high school?

Projected year of graduation

VT Dual Enrollment Student Manual
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Request Vouchers
The Vermont Dual Enrollment Program allows eligible  juniors and seniors to select up to two Dual
Enrollment vouchers and up to two Fast Forward tickets for students in Career Technical Education .

-1 Access theDual Enrollment login page

- Login by entering your full name (first name, space,last name) and password.
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Vermont Dual Enrollment System

Student Test -

Request Student Account

Forgot Password?

® Navigate to the Voucher Requestsection of the menu bar to view and request vouchers.

edplon  STUDENTPROFILE ~ VOUCHERREQUEST = RESOURCES - Student Test 3]

f o

First Time Requesting a V oucher
For your first time requesting a voucher, you must provide household information. You only need to fill
this out once.

i. Select the HouseholdInformation box

STUDENT PROFILE VOUCHER REQUEST ~ RESOURCES ~ Student Test 5]

A Vouoes ke

Your Vouchers

Voucher Request

. Vaucher # Course Sean Finalize Voucher
& et A otommation ® Course Search B e
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ii. Complete the household information form and save the details.
- 21 Ol EVUW?2EYI wéw" OOUPOUT 2 wuOOwOOYT wOOUOwWUIT 1T u
‘ ® .l;u:»«;:‘:;;‘,s-:f- HOUSEHOLD INFORMATION Student Test o

Household Information

To request a new voucher, select the Voucher Information box.

STUDENT PROFILE VOUCHER REQUEST RESOURCES ~

] -.-’c..-.'.-!.ro..n:.rc..r.r:t- " Student Test

Your Vouchers

Voucher Request

we Household v
“=* Information ~

Complete (] 4 -

n Finalize Voucher

$ Course Search Request
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Select the type of voucher you would like to request:

- Dual Enrollment Voucher : Enrollment by a high school junior or senior in a credit-bearing
course offered by a college/university. Upon successful completion of the course, the student
will receive credit toward graduation from their high school and college cred it from the

college/university.
- Fast Forward Ticket: The Fast Forward program allows CTE juniors and seniors who meet the

eligibility criteri ato get high school and college credit for 2 college coursestaught at regional

CTE centers.

~ Note: Selecting this voucher type will prompt you to choose your approving Technical
Center and CTE Program Area.

eqakn STUDENT PROFILE ~ VOUCHERREQUEST  RESOURCES v Student Test 3

T ey sudentTest (3 ©

Enter Voucher Type

Voucher/Ticket Type v

D u atte: & Cente v
ed

Do you participate in a High School Completion Program (HSCP)? v

Once you have saved your voucher type, you will be directed to accept the Terms &
Agreements. Check the box and selectU T 1| wET x U2 . wEUOUOO
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Note: You will not be able to move forward until you have accepted .

Terms & Agreement >

*Please consider reviewing this document with your school counselor or parent. By
applying for this dual enrollment voucher, | grant permission to the colleges in the
Vermont Dual Enrollment {DE) program, as well as the Vermont Agency of
Education (AQE), to include my data (e.g.. enrollment, attendance and
performance) as part of any summarized report necessary for the continued
funding and success of the program. | understand that information related to my
enrcllment, attendance and performance in this course will be shared with my high
school principal or dual enrcliment coordinator. An official college transcript will be
issued to my high school upon completion of the college course for the purpose of
awarding high school graduation credit. | give permission for the high school and
the postsecondary institution to disclose information to each other about my
educational record while | am enrolled at the postsecondary institution, regardless
of my age. | understand that my education record includes, but is not limited to,
grade information, disciplinary issues, and billing and financial aid obligations to
the college. | understand that classes taken for college credit will be recorded on a
permanent college transcript. | understand that | must follow the drop/add
calendar at the college | am attending and must alert my high school principal or
dual enrollment coordinator if any of my courses change. | acknowledge that if |
withdraw from the course after the college’s withdrawal period | will not be issued
a replacement voucher for this course. | also understand that withdrawing from or
failing college classes after the colleges add/drop deadline may cause me to be
ineligible for Federal Financial Aid after high school graduation. | understand that

-

1 ACCEPT

I+

Search for courses bylocation, subject area, and/or semester These course lists are updated each
semesterby each participating colleged w2 1 O EUw? %P OUI Uwlil UUOUU~2 8w
edplan  STUDENT PROFILE - 5 Student Test 3}

Y VOUCHER REQUEST COURSE SEARCH Student Test e

Search for Dual Enrollment Courses

zGreendale Community College ( v Subject Area v Spring 2019 v

FILTER RESULTS | CLEAR FILTER
iG-eenca'e Community College (Do v Arts v Fall 2018 A

m SAVE & CONTINUE
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2 The filter results of available courses will populate at the bottom of the page. Utilize the Search bar
to search the filtered list of courses, if needed.Next, locatea OUU wET UPUI EWEOUUUI OQwE (
bubble next to the course. Up to one course may be selected per voucherClick ?Save & Continue? to
finalize your selection.

Search for Dual Enroliment Courses

2Greendale Community College (Do v Arts v Fali 2018 v

Search
Select

svuvet DRAI7O 0 N 8C D
Acwors Inesument )
Janced Voice MV02201 /2 20 Fall 2018 (i ]
) Amercan Theater Now DRAZ1S1/1 40 Fall 2018 8Cc (i ]
cther Roadside Atraction: Travel & Photography PHO2110 20 (i}

Show v

Note: If your requested course cannot be found in the system, choosethe coursetitled ?Course
Not + P U UabyBur course selection. Oncethe courseis selected,a free-text field appears
right above the courselisted. From the free-text field, specify the course name and/or
course number you would like to take. Additionally, pleasebring your Voucher Number to
the College during course registration and the data will be reconciled later

Verment Dus Enrelimer System
L) STUDENTS / VOUCHER REQUEST / COURSE SEARCH Student Test e

Search for Dual Enrollment Courses

Location Semeste
Community College of Vermont ¥ Subject Area v Fall2018 v

FILTER RESULTS CLEAR FILTER
o If you hav ourse Not Listed option, please enter the course name you were expecting to find in the list below
Specify the course not listed here.
(Required)

Search: |course not listed

Select AN Course Course Number/Section Ty _Credits T, _Semester i _Course Modalit College T Campus Schedule T, _Description

@ Course Not Listed GNL-1116700 / CNL Fall2018  College Campus , Face-to-Face ceov NA., 0

' Show| 25 v |entries
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3 Finalize your voucher by sending your request to your Voucher Coordinator for review. Select your
Voucher Coordinator from the Approving Organization Contact drop -down. Then, click the Submit

Voucher/Ticket Requestbutton.®  Your voucher coordinator will receive an email , with you copied,

notifying them of your voucher request.

" To monitor the status of open requests, the Your Voucherssection on the Voucher Requegiage will
display your submitted vouchers and the program contact in charge of reviewing them.
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